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performance requirements in employment situations includes the 
procedures used, identification of data needed, data sources, data 
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given. In the next part, the findings as related to education 
requirements, ability factors, and worker trait factors are 
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year two , an instructional program will be designed to meet 
those needs. Year three will see implementation and tryout 
of subsystems. Year four will provide for full system tryout 
with transfer of all functions to the permanent school staff. 

Throughout the Project, system analysis and other modern 
management control and planning techniques will be employed. 

It is hoped that this new problem solving technology of the 
defense and aero-space industries can be applied as well to 
the problems of education. 

It is the mission of the PROJECT not only to solve a 
^ ^ I ^ ^ set of problems in La Puente, but to provide a 
problem solving model for other school districts with similar 
conditions. Consequently, an effort has been made to describe 
procedures in such detail that they can be used as guidelines 
by o ther s . 

If further information or interpretation can be provided 
the PROJECT staff will be pleased to respond to your inquiries. 

Puente, California LEON EAST 

December, 1968 PROJECT DIRECTOR 
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| On January 15, the task was assigned to identify the 

behavior characteristics required for success in those 
! employment situations where continuation high school 

students are most likely to find themselves upon graduation. 

i 

I 

I. IDENTIFICATION OF DATA NEEDED AND DATA SOURCES 




The identification of data needed began the week of 
January 15. The first step was to refine the term "employment 
situations" into more useable categories. Inquiries 
directed to Dr. Gaylor Pitts, Area Analyst for the State 
of California, Department of Employment, Los Angeles, 
resulted in consultations with Mr. Donald Stonebraker, 
Occupational Analyst in the Department of Employment's 
West Covina office. As a result of discussions with 
these experts and others, two major areas of investigation 
were selected: business and industry and civil service. 

Due to the constraints of time and manpower, investiga- 
tion of job opportunities in business and industry was 
limited to the local community labor market. The profile 



below indicates a range of job opportunities in this area 
which is sufficiently representative of the total labor 
market as to indicate the "real-world" of employment. 
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According to Department of Employment statistics,, 
employment in business and industry in this community's 
labor market is as follows: 



Manufacturing (durable goods) 25,800 



Transportation, Communication, 

and Utilities 3,300 



Wholesale Trade 



3,900 



Retail Trade 



Service 



Government 



20 ,000 
16,000 
14 ,300 



Industrial lists from the Chambers of Commerce of 



West Covina, El Monte, Baldwin Park, Covina, City of 



Industry, La Puente, Rosemead, and South El Monte were 



acquired. Out of the 5,000 employers in this area, a 



random sample of 493 was selected to be surveyed. 



Most Valley High School students come from families 
of low socio-economic status and immediate employment is 



often a high priority item. A Valley High School graduate 
is likely not to have a high school diploma and usually 
has only minimal vocational skills. According to the 



Department of Employment, his best opportunity for employment 
is in unskilled and semi-skilled categories. Business and 



industries do the most hiring in this type of labor market. 



Data was, therefore, gathered on job opportunities available 
in business and industry for Valley High School graduates 



with the following characteristics: 
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male/female, eighteen years or older: 

1 ) wit bout high school diploma; without vocational- 
technical training. 

2) w i thou t high school diploma; wi th vocational- 
technical training 

3) with high school diploma; without vocational- 
technical training 

4) with high school diploma; with vocational- 
technical training. 

According to the Department of Employment, Research 
and Statistics Bulletin . September, 1966, the total employ- 
ment by industry in the local labor market is 99,600. Of 
these jobs, 14,300 are in government. Civil service jobs, 
therefore, are of sufficient number to merit separate 
investigation. Job classifications in civil service were 
identified in each of the following categories: 

Section 1: Classes requiring less than high school 

education 

Section 2: Classes requiring high school graduation 

Section 3: Classes requiring specialized training 

at the high school level. 

Upon recommendation by the State Department of 
Employment, city, county, state, and federal offices were 
contacted regarding employment opportunities in civil 
service. As confirmed by the local Department of Employment, 
job opportunities listed by the State Personnel Board are 
representative of similar positions in the other branches 
of civil service employment. The addresses of key personnel 
are as follows: 
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State Personnel Board 
Statewide Civil Service 
107 South Broadway, Room 1021 
Los Angeles, California 90012 

Harry E. Maynard, Assistant Personnel Analyst 

California State Personnel Board 
801 Capitol Mall 
Sacramento, California 

John P. Fisher, Executive Officer 



II. DATA COLLECTION AND ANALYSIS PROCEDURES 

On February 23, the directing staff member began plans 





for data collection. An outline of the approach was pre- 
sented to management on February 27 and was approved 
February 29. 

The Business and Industry Job Survey (see Table I) 
was developed by March 12 and piloted the week of March 
18 with: 

Mr. Frank M. Kent, Personnel Manager 
Vita-Pak Citrus Products 
707 North Barranca 
Covina, California 

Mr, Tom Johnson, Director 
La Puente Adult School 
15359 East Proctor Avenue 
City of Industry, California 

Mr. Donald Stonebraker, Occupational Analyst 
State of California Department of Employment 
933 South Glendora Avenue 
West Covina, California 

Favorable reactions to the survey were expressed by these 
men; and some specific suggestions made by Mr. Johnson 
and Mr. Kent were incorporated into the design of the final 
survey . 
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On March 5, the California State Personnel Board 



in Los Angeles was contacted. Mr. Harry E. Maynard agreed 
to forward their publication, Trainee and Entry Level Job 
Classifications in California State Civil Service , for our 
investigation. Mr. Maynard further indicated that specifications 
for each job listed could be obtained from the California 



State Personnel Board in Sacramento. 



On March 20, the publication was received. Job 
classifications were listed in eight categories; those 
jobs in Sections one, two, and three were extracted for 



our purposes. (See Table II, infra.) Section one 
included jobs requiring less than high school education; 
Section two included jobs requiring high school graduation; 
and. Section 3 jobs requiring specialized training at the 
high school level. On March 22, a letter was mailed 



to the state requesting specifications for those Section 
one, two, and three jobs extracted. 

By March 25, the master list of 493 businesses and 
industries was completed and envelopes to each of these 
firms typed. By April 1, copies of the Business and 
Industry Job Survey were mailed to these firms. 

On March 26, the directing staff member began a 
programmed instruction unit on the use of Volumes I and II 



of the Dictionary of Occupational Titles (DOT) (Manpower 
Administration; U.S. Department of Labor, 1965) . For each 
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job classification found in Volume I of the DOT, there is 
in Volume II pertinent information regarding work performed, 
I worker requirements, training and methods of entry. The 

I ability to understand the coding system was essential to 

| the cross-referencing of the data needed to validate 

findings . 







As the Business and Industry Job Survey forms were 
returned, each completed form was assigned a number and 
transferred to the mailing list beside the company name. 

On April 16, all job opportunities reported in the survey 
were put in alphabetical order on a master list to aid 
the staff in the classification and coding task. 

On April 2, a package of forty-six individual 
job specifications in California State Civil Service 
was received from the State Personnel Board in Sacramento. 

On April 3, the staff began to read and analyze the specifi- 
cations for each job in preparation for extracting the 
minimum qualification requirements. Civil service jobs 
were correlated with entry level jobs reported in business 

and industry through use of the Dictionary of Occupational 
Titles . 

The employers had listed the jobs available in each 
of the following categories: 

male/female, eighteen years or older: 

1) without high school diploma; without vocational 
training 
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2) without high school diploma; with vocational 
training 

3) with high school diploma; without vocational 
training 

4) with high school diploma; with vocational training. 
Their responses were analyzed to determine how many jobs 
were available, and of what type, for each of these 
categories . 

Using Volume II of the Dictionary of Occupational 
Titles , the area of work for each of the jobs listed 
was determined. The jobs indicated by employers in business 
and industry were distributed in only seven of these general 
categories out of a possible twenty-two. Civil service 
jobs were more broadly distributed, dividing into thirteen 
areas of work. 

The General Educational Development levels of ability 
in language, mathematics and reasoning were obtained for 
each of the areas of work. These were entered on charts. 

Areas of work are further subdivided into worker- 
trait groupings. These groupings give you information 
on the kind of work performed, worker requirements, clues 
for relating applicants and requirements, and training 
and methods of entry. The jobs in each area of work were 
distributed into the appropriate worker trait group 
so that the above information could be derived for each job. 
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Representative jobs from each of these worker trait 
groups were selected. From the DOT, the national norms 
of GATB scores for each job were obtained. These scores 
were entered on charts which compared them with the scores 
received by students at Valley High School. 

Other charts displaying educational requirements 
for each of these representative jobs were produced. The 
information for these charts was obtained from the DOT. 

All of the findings were documented and submitted to 
the editorial staff on August 16, 1968. 
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The task of identifying the performance requirements 
required of continuation high school students for entry 
into employment situations was accomplished through the 
combined efforts of Project staff, consultants and the 
California Department of Employment. 

Although it would have been better to investigate 
job sources in the entire Los Angeles County area, 
limitations of time and money made it more practical 
to confine this investigation to La Puente and surrounding 
areas. In retrospect, it is felt that limiting the 
investigation to an economically depressed area (mean 
family income, $4,000) in effect, forces any educational 
objectives based on this data to be limited to occupational 
choices of a return to this or another low income level 
community. It is, therefore, recommended that any curriculum 
planning based on the findings in this section also include 
more data from the Los Angeles county area where a wider 
variety of better paying jobs are available. 

It is felt that the Business and Industry Job Survey 
could have been simplified to read: "List those entry 

level jobs in your firm for which a high school graduate 
and/or non-graduate could be considered." The design of 
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the survey form did not prevent the collection of meaningful 
data. Because of the open-endedness of the survey form, 
the responses of employers were often difficult to analyze 
in a systematic and meaningful way. Project staff at 
this time believes that the survey should have been sent 
to many more than 500 employers in the area. Also, follow-up 
procedures for those employers who did not respond to the 
first mailing should have been initiated. 

Additional information which would have been valuable 
included the number of each of the jobs available in a 
particular firm, the entry level salary and opportunities 
for advancement. 

The directing staff member of this section took a 
programmed instruction course encompassing both volumes of 
the Dictionary of Occupational Titles (DOT) . This proved 
to be of value in correlating various occupational data. 

It is strongly recommended however, that anyone attempting 
a similar type of investigation confine the use of the DOT 



to a source of additional information rather than 



as a 



source of structure for the data. Because the DOT is a 
highly structured, detailed and informative reference, 
there is a strong tendency to "lose" the primary data in 
this wealth of secondary and less relevant information. 
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This section describes those performance requirements 
continuation high school students must meet in employment 
situations. The local labor market has been surveyed in 
order to ascertain what jobs are available to continuation 
students at various levels of academic achievement and 
training . 

Available jobs were further classified, using the 
Dictionary of Occupational Titles (DOT) , into major areas 
of work, and into worker trait groups within these areas 
of work. 

The jobs available in business and industry and in 
civil service are described by the: a) educational require- 

ments and training; b) ability factors related to the specific 
jobs listed; and, c) worker trait groups corresponding to 
the specific jobs listed. 



I . 



EDUCATIONAL REQUIREMENTS 



A . Business and Industry 

Data in this section was derived from the Business 
and Industry Job Survey and the Dictionary of Occupational 
Titles . Selected companies in the La Puente area were asked 
to indicate job categories within their organization for 
which applicants with various degrees of education and 
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training would be considered. Four major conditions 
were indicated. They were: 1) males/females without 

high school diploma or vocational training; 2) males/ 
females with high school diploma but without vocational 
training; 3) males/females without high school diploma 
but with vocational training; and, 4) males/females with 
high school diploma and vocational training. 

The results indicated that 50% of the employers 
would be unwilling to hire males in condition one, and 
75% of the employers would be unwilling to hire females 
in condition one. Job categories were primarily janitorial, 
general cleanup and manual labor of various sorts, with 
some mention of trainee positions in trades such as carpentry 
for the males. (See Figure 1 for complete job listing.) 

In condition two, 25% of the employers stated 
that no jobs would be available for males, and 50% said 
there were none for females. Available jobs for males 
with this background were primarily various trainee positions; 
jobs for females almost always required at least a minimum 
ability to type. (See Figure 2 for complete job listing.) 

Males and females without high school diplomas 
but with vocational training (condition three) would have 
a greater variety of jobs available to them according to 
La Puente employers, but would still be excluded from 
between 25 - 50% of the available jobs. Employers indicated 
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Figure 1 



MALES/FEMALES WITHOUT 

HIGH SCHOOL DIPLOMA OR VOCATIONAL TRAINING 



MALES 



Shop Helper 

Packer 

Lineman 

Laborer 

Truck Driver 

Pipe Layer 

Spreader 

Warehouseman 

Clean-up Boy 

Maintenance 

Delivery 

Apprentice Mechanic 
Apprentice Electrician 
Apprentice Machinist' 
Machine Tender 
Bus Boy 



Sales Trainee 

Machine Operator 

Shipping and Receiving 

Service Station Attendant 

Box Boy 

Sweeper 

Janitor 

Machine Shop Trainee 
Fork Truck Driver 
Optical Grinder Trainee 
Sander 

Wrapping and Masking 
Helper, General 
Apprentice Sander 
Foundry Laborer 



FEMALES 



Assembler 

Table Work or Inspection 

Bundling 

Hand Packager 

Waitress 

Receptionist 

Clean-up Girl 



Punch-Press Operator 
Shop Helper 

Optical Grinder Trainee 
Typist 

Account-Clerk 
File Clerk 










Figure 2 

MALES/FEMALES WITH 

HIGH SCHOOL DIPLOMA BUT WITHOUT VOCATIONAL TRAINING 



MALES 



Shop Helper 
Packer 
Lineman 
Laborer 
Carpenter 
Truck Driver 
Pipe Layer 
Spreader 

Sewing Machine Mechanic 

Cutter 

Welder 

Clerk 

Clean-up Boy 

Silk Screen Printer 

Cut and Sew Operator 

Maintenance 

Warehouseman 

Delivery 

Apprentice Mechanic 
Apprentice Electrician 
Apprentice Machinist 
Metal Worker 
Machine Operator 
Metal Slitter Helper 



Roustabout 

Mechanic 

Offset Printing 

Metal Shearer Helper 

Shipping & Receiving Clerk 

Sales Trainee 

Vehicle Maintenance 

Drill Press Operator 

Punch Press Operator 

Compressor Serviceman 

Stock Clerk 

Order Clerk 

Lab Assistant (X-ray) 

Machine Shop Helper 
Tool and Die Apprentice 
Set-up Man Helper 
Tool Crib Attendant 
Service Station Attendant 
Painters Helper 
Apprentice Sander 
Apprentice Stock Preparation 
Apprentice Glue-up 
Apprentice Machine Carver 
Pipe Fitter 



FEMALES 



Assembler 

Sewing Machine Operator 

Secretary 

Order Taker 

File Clerk 

Key Punch Operator 

Typist 

Switchboard Operator 
Receptionist 
Office Clerk 



Sales Trainee 
Catalog Assembler 
Verifax Operator 
X-ray Technician 
Lab Assistant 
Account-Clerk 
Masker 

Messenger Service 
Punch Press Operator 
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that preferred training for males was machine shop, drafting 
and auto shop, while for females, typing and filing skills 
were essential for employment. (See Figure 3 for complete 
job listing . ) 

Not too surprising is the fact that employers 
felt that individuals with both high school and vocational 
training had the best chance of being employed. Fifteen 
percent (15%) of the employers had no job available for 
males in this condition, and 25% had none for females. 

A variety of jobs were available for males in various trades 
as well as many trainee positions with opportunities for 
advancement to more highly skilled and higher paying jobs. 

Jobs for females were primarily in the areas of general 
office and secretarial. Employers indicated that training 
in office skills was essential for girls. Typing, filing 
and bookeeping skills were recommended. (See Figure 4 for 
a complete job listing.) 

Specific jobs indicated by employers were categorized 
according to seven major areas of work and these were then 
subdivided into worker trait groups within the seven general 
areas. The Dictionary of Occupational Titles was used 
for this operation. From the worker trait groups minimum 



educational requirements for a representative sample of 
the available jobs was established. The results may be 
seen in Figure 5. 
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Figure 3 



MALES/FEMALES WITHOUT 

HIGH SCHOOL DIPLOMA BUT WITH VOCATIONAL TRAINING 

MALES 



Shop Helper 

Packer 

Lineman 

Laborer 

Carpenter 

Truck Driver 

Pipe Layer 

Spreader 

Warehouseman 

Material Cutter 

Silk Screen Printer 

Maintenance 

Delivery 

Food Preparation 
Sales Trainee 
Apprentice Mechanic 
Apprentice Electrician 
Apprentice Machinist 
Machine Operator 
Parts Stock Clerk 
Order Clerk 



Process Operator 
Typist 

X-ray Technician 

Lab Assistant 

X-ray Assistant 

Shipping & Receiving Clerk 

Box Boy 

Sweeper 

Janitor 

Service Station Attendant 
Clerical 

Apprentice Mold Maker 

Machinist Trainee 

Mold Cavity Polisher Trainee 

Optical Trainee 

Painter's Helper 

Job Order Desk 

Apprentice Sander and Helper 
Refinery Worker 
Roustabout 
Stock Clerk 



FEMALES 



Assembler 

Bundler 

Table Work and Inspection 

Order Taker 

Bookkeeper 

Key Punch Operator 

Receptionist 

File Clerk 

Typist 

Clerk Typist 
Office Clerk 
Stenographer 



X-ray Technician 
Lab Assistant 
X-ray Assistant 
Practical Nurse 
Shop Superintendent 

Operator Injection Moulding Machine 

Optical Trainee 

Wrapping and Masking 

Telephone Operator 

Sales 

Messenger 
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Figure 4 



MALES/FEMALES WITH 

HIGH SCHOOL DIPLOMA AND VOCATIONAL TRAINING 

MALES 



Shop Helper 

Packer 

Lineman 

Laborer 

Carpenter 

Truck Driver 

Pipe Layer 

Spreader 

Cutter 

Mechanic 

We lder 

Warehouseman 

Order Taker 

Order Filler 

Receiver 

Clean-up Boy 

Hand Cutter Operator 

Silk Screen Printer 

Shipping and Receiving Clerk 

Salesman 

Maintenance 

Delivery 

Food Preparation 
Journeyman 
Apprentice Mechanic 
Apprentice Electrician 



Apprentice Machinist 
Metal Worker 
Machine Operator 
Metal Slitter Helper 
Metal Shearer Helper 
Compressor Serviceman 
Barber 

Vocational Nurse 
X-ray Technician 
Lab Assistant 
E’ile Clerk 

Punch-Press Operator 
Drill-Press Operator 
Assembler 

Machine Shop Helper 
Set-up Man Helper 
Tool Crib Attendant 
Service Station Attendant 
Apprentice Mold Maker 
Mold Cavity Polisher Trainee 
Optical Trainee 
Pipe Fitter 
Painter's Helper 
Apprentice Sander 
Apprentice Glue-up 
Apprentice Machine Carver 



FEMALES 



Senior Clerk 
Steno Clerk 
Secretary 
Accounting Clerk 
Assembler 
Floor Girl 
Clerk 

Order Taker 
Salesman 

Sewing Machine Operator 

Bookkeeper 

Optics Trainee 



Typist 
File Clerk 

Switchboard Operator 
Receptionist 
Billing Clerk 
Clerk Typist 

Operator Injection Molding Machine 
Wrapper and Masker 
Apprenticeship 
Punch-Press Operator 
Key-Punch Operator 
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Figure 5 



EDUCATIONAL REQUIREMENTS OF A REPRESENTATIVE SAMPLE OF 
AVAILABLE JOBS IN THE LA PUENTE AREA* 



Job Title 



Educational Requirements 



Radiologic Technician 



Secretary 



Stenographer 



Typist 



File Clerk 



Duplicating Machine Operator 
Bookkeeper 



Key Punch Operator 



Minimum of two years beyond 
high school at a junior college, 
hospital school, or four-year 
courses . 

Broad educational background. 
Completion of business course 
in high school or commercial 
college. Additional education 
beyond high school often re- 
quired for responsible positions. 

Completion of high school 
typing, shorthand and other 
business courses. Majority 
of workers are high school 
graduates . 

Majority are high school 
graduates. Knowledge of typing 
and business methods mandatory. 

Graduation from high school 
with commercial course work 
including elementary clerical 
skills . 

Craft courses in high school, 
apprenticeship programs. 

Graduation from high school 
and business school with 
average or superior grades 
in arithmetic. Knowledge of 
materials and machines. 

Graduation from high school or 
business school minimum. Spec- 
ialized training sometimes re- 
quired. General knowledge of 
equipment usually sufficient. 
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Figure 5 
(continued) 



Job Title 

Shipping & Receiving Clerk 



Messenger 

Telephone Operator 
Receptionist 



Salesman 



Bus Boy - Floor Girl 



Educational Requirements 

Completion of some high school 
with vocational training in 
mechanical drawing, blueprint 
reading and shop mathematics . 

Most employers prefer some 
high school education. 

Clerical courses in high school; 
on-the-job training. 

High school education - some 
commercial course work preferred. 



Minimum high school education; 
may require additional night 
school courses or a college 
background . 

No formal education required. 
Some employers prefer two- 
three years of high school. 
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Cook 



Barber 



Practical Nurse 



Porter - Charwoman - Cleaner 



Injection Moulding Operator 



Mixing-Machine Operator 



22 



-it -- 1 ' Vvifc-JK-*- it fBO; "*f; St ±»; ’ - => .-.(T ? ; *— ,-r * f : — - ~ * r- wr-Tt 

JLBmummmmsmmmMfsamuamsmaamm 



High school home economics 
course; cooking schools require 
completion of eighth grade 
for entry. 

Completion of a course in an 
accredited school of cosmetology 
or formal work in beauty culture. 

High school graduation generally 
required . 

No previous training or education. 

At least one machine shop 
course in high school; 

apprenticeship. 

At least one machine shop 
course in high school. 










Figure 5 
(continued) 

Job Title 
Machinist 

Sewing Machine Operator 
Cloth Grader 

Polisher 

Truck Driver, Heavy, Light 
Service Station Attendant 



n 

n 

1 

! 

n ! 

} ! j 

Educational Requirements | 

l 

' | 

Machine shop courses in high \ 

school. Ability in mathematics. j 

Apprenticeship program. ! 

f | 

. f 

High school industrial arts \ 

or vocational education courses; 

two to six years apprenticeships. j j 

I | 

Completion of some high school j 

with vocational training in , j 

mechanical drawing, blueprint | I 

reading and shop mathematics. ^ ■ ] 

Craft courses in high school. j j 

Apprenticeship programs. |J J 

i 

f 

None n 

III 

None 



* Taken from the Dictionary of Occupational Titles . 

Since employers were not asked to indicate any jobs requiring 
education beyond the high school level, it is rather surprising 
to note that according to standards established by the Depart- 
ment of Employment, some jobs do indeed require college 
course work. From this it might be . inferred that some 
employers in the La Puente area are willing to provide 
training which would normally be received in a formal 
educational institution. (It should be mentioned, however, 
that when extensive training was provided by the employer, 
the employer also commented that great care was taken to 
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